Tel: 01-210 1010 Fax: 01-210 1020 E-mail: capital@capital.ie

TIMESHEET

_________________________________________________
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Name:
_________________

Week Ending (Sunday): __________________

Please ensure you exclude your lunch hours from hours worked
	
	Date
	Hours Worked
(Less Lunch)
	Overtime Hrs

Time + ½
	Overtime Hrs

Double Time
	Total

	Monday


	
	
	
	
	

	Tuesday


	
	
	
	
	

	Wednesday


	
	
	
	
	

	Thursday


	
	
	
	
	

	Friday


	
	
	
	
	

	Saturday


	
	
	
	
	

	Sunday


	
	
	
	
	

	Total


	
	
	
	
	


To ensure inclusion in the week’s payroll this Time Sheet must be completed by your Manager/Supervisor and faxed to Capital on 01-210-1020 to arrive by close of business on Friday, but no later than 12.00 noon on Monday. 
Failure to do so may result in your payment being held over until the following week’s payroll.
IMPORTANT -CLIENT TO PLEASE COMPLETE THIS SECTION 

These hours have been worked to our satisfaction.

Signed:
_______________________

Position:
__________________

Company:
_______________________

Ref: 18/02 (Rev 02/10) 
